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Agenda

• Overview

• Three components of close-out submissions:
1) Financial Reporting

2) Signed Attestations

3) Program Evaluation Reporting

• Returning Unspent Grant Funds

• Your Questions



Overview - Program Website

• https://humanservices.vermont.gov/recruitment-and-retention

• Available documents
• Program Guidance

• FAQs

• Reporting and Attestation Materials

• Webinar slide decks and videos

https://humanservices.vermont.gov/recruitment-and-retention


1-Financial Reporting for All Grantees
• To ease administrative burden and be compatible with your payroll and/or

accounting systems, there is no required template for the financial report.

• At a minimum, we expect the uploaded financial reports to include:
• Names of employees or unique identifiers for each employee who received premium 

pay (Note: If you have more than one employee with the same name, please make 
sure you include additional unique identifiers for those individuals, such as employee 
number or birthdate)

• Date(s) each employee was paid
• How much each employee was paid
• Grand total of how much premium pay was disbursed

• Ideally, the reports will also include:
• Subtotals of how much was paid to each employee
• Subtotals of how much was paid on each date

• Including all the information above in an easy-to-understand format will 
enable state staff to more quickly review and approve your documentation.



1-Financial Reporting Dates for Round 2 Grantees

See materials on website for additional details.

Deadline to Spend Grant Reporting Due Date

90 days from the date on your grant 
award payment (check or ACH) or the 
grant award end date, whichever is 
sooner

15 days after the deadline to spend 
grant



2- Reporting Certifications

• Sign and scan the one-page 
document of Reporting Certifications.

https://humanservices.vermont.gov/sites/ahsnew/files/doc_library/Premium Pay Reporting Certifications-v2.pdf


3 - Evaluation Reporting – Timing and Method of 
Reporting
• Evaluation reporting will allow us to better understand the impact of 

the program such as the program’s impact on vacancy rates.

• It must be submitted at end of the program with your financial 
reconciliation reports and attestations through the online portal.



Evaluation Reporting – Step 1

• Step 1 will look familiar. It is similar to Step 1 of the FTE Summary Spreadsheet from your application.

• New Table B asks which counties your organization does most of its work.

• Table D asks which of 15 types of staff your organization employs. The list is not exhaustive, but 
you only have to enter ‘yes’ or ‘no’ here. You don’t have to list other staff types. 



Evaluation Reporting – Step 1 continued

• Tables E and F ask about how your organization distributed premium pay



Evaluation Reporting – Step 2  (everyone except DA/SSA)

• Step 2 is also very similar to the initial Round 2 application

• New columns K & U ask if any employees in that category received premium pay from this
grant between January and June 2023.



Evaluation Reporting – Step 2 continued

• Table iii is similar to Table iii of the application. Please be sure to distinguish positions.
• Table iv is the same as the application
• Table v asks one new question. Please enter # of people (not FTE) who received 

premium pay and left before April (i.e. aren’t listed in Table i or Table ii).



Evaluation Reporting – Step 3

• For each employee type, enter the highest and lowest hourly wage as of 6/30/23, as well as 
the average.

• If you do not have any employees of a particular type, simply leave that row blank.



Evaluation Reporting – Step 4

• Columns A and B automatically populate. 
• If a cell turns red, it is a duplicate. Please check to make sure it is accurate and proper.
• If your report is accurate, please add a short explanatory note in the text box.



Evaluation Reporting – High-level Calculations

• This table is auto-generated and not editable. 
• Please check to make sure it aligns with your understanding of your staffing metrics.



Returning Unspent Grant Funds

• If you have unspent grant funds after completing the final reconciliation 
report, then you must return the unspent grant funds to the address below 
within 30 days of submitting your final reconciliation report:

State of Vermont Agency of Human Services

Office of the Secretary Attn: AHS CO Accounts Payable

280 State Drive, Center Bldg

Waterbury, VT 05671-1000

• Checks must be made out to: State of Vermont Agency of Human Services

• Please include the grant # on the memo line of the check.



Your Questions?

Additional information available at:  
https://humanservices.vermont.gov/recruitment-and-retention

https://humanservices.vermont.gov/recruitment-and-retention
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